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1. GENERAL

a. Ap individual suchorizsd to trsvel on officiel business may i@ &L’ nwed
e travel sdvance in @scordsnce with paragraph 27 in & ym 25X1A
estimated to cover per Qiew, trensperistion, end other oITic 1y DeCeISKrY

expenses while en route.

b. Requests for sdvances dlern coat of travel is estimated 4t less Lisn
$25 will not be approvad for dirbursssent.

c. The procedure outlined :n parsgraph 2 balow, will nareafvem: ®» fol.. red
to effect the collection of ousetanding travel adrances made sl hesd uariers.

2. PROCEDURE
8. Accounting Mmde

Whsn sn sccounting for travel dces aat fuily liquidste tha sivance
given for sueh trevel and repe/ment of the outstanding balance does not
asccompany the oucher, the "nllowing ection will be taken:

() If the unliquidated balence is not in excess of $20, "h2 sum
due vill be dedacted from sccrued ssiary payevle ty hesiguarters
vitheut prior noti:e %o the empioyse. Hovever, the i Jysds
will be informed by a4 peyroil change notice thet the dsduction
hes teen wede. Should the employee be oversess, the pmyroll
cherg: notice will be forverced by poush.

() If tbe urliquiésted balance is in excess of $20, the sus due
vwill Le deducted from scorved salary; only, however, afier
edvance notice has been giver to the employee that such u€tion
vil) be taken i{f liguidstion hes not been sff-cted vofore &
specified date, snd such date has arrived without liqui’wtion
having been effebtad. ihoulc the employes be overseas, this
aste w11l be set sufficiently far in advance, consideving
normel pouch time between hasdquarters and the employee'= post
of duty, to alllv noties of eny such ligquidation to by recelved
at headquartere. ’

b. Accounting Not Made
In any case where the sceounting for ar sdvence bus not Teer
received by the Fimnnnce o Firca. Divisiun prior %o the due dage ahown

on the requemt for the sd'Asce, the procadure outlined ir parsgieph
a{l) or (2) mbove, will be applied.
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3. PROMPT REYUMD. .M ¥ UNUSED PORTION OF TRAVEL ADYANCE

¢ b yng the individug.'s
othing in this Fotics 18 to d¢ construed a8 TeMoving ¢
2311$1an, ss clied in Stendadized Goversasat wwm; kgmtim: ::.e :-m.
s Agency Fegulstiors, to refwid any unused portion tf & travel sav
st the time the t.®vel voucher is mbuitm,

?
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